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Onboarding in NEOGOV

• You will have received an 
activation email from NEOGOV 
(example shown here)

• Click the Activation Link and 
establish your password

• Then sign into Onboard



Onboard – Checklist Overview

• Once you are signed into 
Onboard, you will see our 
main Onboard portal with 
your checklist on the right 
side.

• Click on the first item in the 
checklist to begin the process.

• Complete each item in the 
checklist.



Onboard – Check List Items

• Standard I-9 Form

• I-9 Documentation Attachments

• Complete W-4

• Attach Social Security Card (if not 
included in I-9 Documentation 
Attachment)

• Complete Personal Data Form

• Complete Emergency Contact Form

• Complete Direct Deposit

• Attach Signed Direct Deposit 
Form

• Attach ID and Voided Check

• Complete Florida Retirement System 
Certification Form

• Complete Public Records Exemption 
Form

• Read Market Place Exchange Notice

• Read Notice for Electronic W-2

• Read and Sign Workers’ Comp 
Acknowledgement Form

• Complete House Use of Property Form

• Complete and Print House Capitol 
Complex Form

• Complete Benefits Acknowledgement 
Form



Onboard – Completing a Form

• When you click on a task and 
a form opens, complete each 
field on the form.

• If the field is required and is 
not applicable to you, type 
n/a in that field.

• Tip – only use the calendar 
icon for the current date.

• Once you have completed the 
form and electronically 
signed, click the Save button.



Onboard – Uploading an Attachment

• When the task calls for an 
attachment, click the Browse 
File button to upload your 
document.

• Update the Date Attached by 
clicking in the calendar icon 
and clicking on the current 
date.

• Then click Save.



Onboard – Completing a Task

• If the item is a task, complete 
the task per the instructions 
on the page.

• Then click Save to change the 
status to Completed.



Benefits Enrollment in MyHR

• After you have completed your 
Onboard checklist items, your 
information will transfer into MyHR.

• HR Benefit staff will then set up your 
New Hire Benefits Enrollment.

• You will receive an email at your 
House email address when it is ready 
for you to make your elections.

• Once you have entered your 
dependents and  made your benefits 
elections, your sign up will be 
complete.



MyHR - Login

• Use the link in the email to sign 
into MyHR.

• On the Welcome to MyHR page, 
click on House.

• If you are in the House network, 
you will be taken to your 
dashboard.

• If you are on your personal 
device, you will be taken to a 
login page to sign in with your 
House email address and your 
House network password.



MyHR - Dependents / Beneficiaries

• MyHR Dashboard Quick Links 
panel

• If you have dependents, click 
on Contacts to add your 
dependents before you do 
your Benefits Enrollment.

• Your emergency contacts will 
transfer to MyHR from the 
form you completed in 
Onboard.



MyHR - Contacts

• For each dependent, click the 
green plus symbol and enter the 
details.

• We are required to collect the 
full name, SSN, relationship and 
birth date for each dependent.

• Be sure to check all the boxes 
that apply:
• Emergency
• Dependent
• Beneficiary
• Spouse



MyHR - Benefit Enrollment

• After adding Dependents / 
Beneficiaries, if any, return to 
the Home page.

• Then click Benefit Enrollment 
in the Quick Links panel.



MyHR - Benefit Enrollment

• On the Open Enrollment Elections 
screen, click on Enter Election 
Changes tab to make your 
elections.

• Basic information is provided as 
well as links to more information.

• You must choose either enroll or 
decline to validate your plans.

• If you have questions, contact HR 
Benefit staff and they can guide 
you.

• You have 60 days to decide.

• Basic Life and Long-Term Disability 
enrollment is automatic.



MyHR - Benefit Enrollment

• Once you have made all your 
elections, click the Validate 
Elections button on the 
bottom.

• If there are issues, those will 
be highlighted in red.

• Once all your elections are 
validated, a pop up message 
will tell you that you may 
move on.



MyHR - Benefit Enrollment

• Dependents require 
documentation

• On the Upload Required 
Documents, upload copies of 
your official marriage 
certificate and the birth 
certificates for your children 
as applicable.



MyHR - Benefit Enrollment

• Review Costs and Submit Elections

• On the last tab, look over your 
elections.

• To make a change, go back to the 
Enter Benefit Changes tab, make 
your change and validate your 
elections again.

• When completed, click the green 
Submit My Elections button.

• Coverage will start December 1 if 
you enroll in November; 
otherwise, coverage will start 
January 1.



Questions?

Onboarding in NEOGOV

• Jackie Brown –
850.717.0376

brown.jackie@leg.state.fl.us

• Michele Franklin –
850.717.0377

franklin.michele@leg.state.fl.us

Benefit Enrollment in MyHR

• Cynthia Gaines –
850.717.0382

gaines.cynthia@leg.state.fl.us

• Michelle Herring –
850.717.0383

herring.michelle@leg.state.fl.us
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